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4100 Planning Section

The Planning Section is responsible for the evaluation of tactical information and the preparation of the Incident Action Plan. The section also maintains information about the current and forecasted situation, analyzes all scientific data and maintains the status of resources.

INSERT FLOWCHART
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4110 Planning Section Chief

The Planning Section Chief is responsible for the evaluation of tactical information,

monitoring of response resources and the preparation of the Incident Action Plan for

approval by the Unified Command. See the FOG for specific responsibilities. 

The Planning Section Chief also:

Collects information about the quantity and type of oil, loss rate, projected total loss,

       weather conditions, and projected trajectory of oil over time.

Monitors current and projected response resources and schedule of delivery.

Evaluates natural, cultural and economic sensitive resources impacted or potentially

       impacted.

Recommends oil spill response priorities.

Evaluates potential oil spill countermeasures to be recommended to the Incident

       Command:

           - skimming

           - booming

           - in-situ burning

           - application of dispersants

           - disposal method

           - etc…

Develops the Incident Action Plan for the next operational period.

Submits daily summary sheets (See Section 9000) to District as required.

4115 Initial Action - Checklist:

STEP       ACTION

1.              Receive assignment.

2.              Upon arrival at the incident, check-in at designated check-in location.

3.              Obtain an initial brief from Incident Commander (IC)

Expectations of the IC

Incident objectives

Agencies/organizations/stakeholders involved

Incident activities/situation

Special concerns

Length of Operational Period

4.              Obtain ICS 201 from IC

5.              Review ICS 201 (pages 1-4).
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                ICS 201                    Contains                    Consider

                Section

                (page)

                Map/sketch                Geographic                Need for

                (page 1)                     scope of                     changes to

                                                   incident and               geographic

                                                   layout of                     layout of

                                                   organization,              organization

                                                   divisions/groups

                                                   facilities,

                                                   boundaries,

                                                   resource

                                                   locations

                Summary of               Actions taken to          Any

                current                       date                             additional

                actions                                                           actions

                (page 2)                                                         needed

                Current                      Understanding             Adequacy of

                organization               of personnel                current

                (page 3)                     assignments to            organization

                                                   date                             to meet

                                                                                       incident

                                                                                       needs

                Resource                   Resources on-             Need for

                summary                    scene and                    resources in

                (page 4)                     ordered in                     addition to

                                                                                        those on

                                                   Resource                     scene/or-

                                                   location/status              dered in

6.              Begin/maintain Unit Activity Log (ICS 214)

7.              Acquire work materials listed above

8.              Complete forms and reports required and send material through supervisor to

                 Documentation Unit at end of each operational Period
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4125 Development of the Incident Action Plan – Checklist:

STEP       ACTION

1. Determine (from Incident Commander) when the transition from ICS 201 to  
formal Incident Action Plan will occur:

INSERT FLOWCHART

                      IF                                   THEN

                      ICS 201                          Update ICS 201 for next operational period

                                                             NOTE: The ICS 201can be used as the IAP

                                                             for as long as the IC determines that this is

                                                             appropriate

                      Formal IAP                     Determine from IC

Length of operational periods (12 or 24 hours   
                                                                    commonly used)

Start times for operational periods

Deadline for submission of IAP
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STEP       ACTION

2. Given the IAP submission deadline, and using the planning cycle illustrated    
below, work backwards to establish the IAP development schedule:

Insert X chart from 1000 section and planning cane
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4130 Meeting Facilitation – Checklist

STEP       ACTION

1. Based on times determined in previous steps, instruct the Situation Unit  
Leader to prepare ICS 230 (Daily Meeting Schedule)

NOTE: These are not the only meetings/events that need to be included on the ICS 230; ensure the SUL also includes press briefs, VIP visits, IC updates, command staff meetings and other significant events during the operational period.

2.              Ensure completed ICS 230 is posted on Situation Status display and  
                distributed to all Command Staff, Section Chiefs, Division/Group Supervisors  
                and appropriate Unit Leaders

3.              Send reminders to meeting attendees 15-30 minutes before meeting to    
                ensure prompt attendance

NOTE: This can be done via ICS 213, email, messenger, announcement, MSO routing form or any other method that is effective at getting the word out.


4.              At designated time, facilitate each meeting to maintain schedule, cover all   
                required aspects and produce expected deliverables.  See IF/THEN table on 
                the next pages


NOTE: Agendas can be preprinted in ICS 231 (Meeting Description) and used for various meetings.
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IF Meeting                                                                 THEN

Is                         Attendees     Agenda                          Presenter    Deliverables

                            Are                 Is                                    Is                  Are

Pre-Planning       PSC                Objectives for the next   OPS              Primary strategies

                            OPS                operational period

                            RUL                 (clearly stated and

                            LSC                 attainable with the

                                                    resources available,

                                                    yet flexible enough to

                                                    allow OPS to choose

                                                    tactics)

                                                   Strategies (primary &    OPS with       Alternative

                                                   alternatives)                   PSC              strategies

                                                                                                               worksheet

                                                   Prepare a draft of ICS                         

                                                   215 to identify

                                                   resources that should

                                                   be ordered through

                                                   LSC. This process can

                                                   be completed by OPS

                                                   and RUL after the

                                                   meeting adjourns, with

                                                   RUL preparing an

                                                   enlarged ICS 215 for

                                                   the Planning Meeting

                                                   RUL Draft ICS 215

                                                   (Operational

                                                   Planning

                                                   Worksheet)
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IF Meeting                                                                 THEN

Is                         Attendees     Agenda                          Presenter    Deliverables

                            Are                 Is                                    Is                  Are

Planning              IC                   Incident                           IC/UC            

                            IO                   objectives/policy issues

                            LO                  

                            SO                  Briefing of situation,        PSC with

                            PSC                critical and sensitive       SUL,

                            LSC                areas, weather/sea         RUL

                            FSC                forecast, resource

                            RUL                status/availability

                            SUL

                            Air Ops            Primary and alternative  OPS with

                            Technical         strategies to meet          PSC,

                            Specialists       objectives                       LSC

                            (as 

                            needed)           Designate Branch,

                                                    Division, Group

                                                     boundaries and

                                                     functions as

                                                     appropriate, using

                                                     maps and ICS 215

                                                     Specify tactics for each  OPS with

                                                     Division, note                  SUL

                                                     limitations

                                                    Specify resources            OPS with

                                                    needed by                        PSC,

                                                    Division/Groups                LSC

                                                    Specify operations            OPS with

                                                    facilities and reporting       LSC

                                                    locations – plot on map

                                                    Develop resources,           PSC,

                                                    support and overhead       LSC

                                                    orders

                                                    Financial                            FSC

                                                    concerns/reports
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IF Meeting                                                                 THEN

Is                         Attendees     Agenda                          Person         Deliverables

                            Are                 Is                                    Tasked        Are

Planning                                     Communications,           LSC with 

(cont.)                                         traffic, safety, medical,   PSC

                                                   and other support

                                                   Contributing                    LO

                                                   organization/agency

                                                   considerations

                                                   regarding work plan

                                                   Safety considerations    SO

                                                   regarding work plan

                                                   Media considerations     IO

                                                   regarding work plan 

                                                   Finalize/approve work    IC/UC                Final ICS 215

                                                   plan for next operational 

                                                   period                                                       Conceptual         
                                                                                                                    approval

                                                                                                                    of IAP with                               
                                                                                                                    input

                                                                                                                    from all

                                                                                                                    organizational

                                                                                                                    elements
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IF Meeting                                                                 THEN

Is                         Attendees     Agenda                          Person        Deliverables

                            Are                 Is                                    Tasked       Are

IAP Prep              LSC                Discuss deadlines for    RUL              ICS 202,

                            PSC                following:                                            ICS 203/207

                            OPS                                                                           ICS 204

                            RUL                Incident Objectives

                            SUL                (ICS 202)

                            SO                

                                                   Organization

                                                   List/Chart (ICS 203

                                                   or 207

                                                   Assignment List

                                                   (ICS 204)

                                                  Communications            LSC                ICS 205/206

                                                  Plan (ICS 205)

                                                  Medical Plan (ICS

                                                  206)

                                                  Traffic Plan                                            Traffic Plan

                                                  Incident map                   SUL                Incident maps

                                                                                                                 ICS  -OS-209

                                                                                                                 ICS  -OS-232                         
                                                  Operational

                                                  Components (use as

                                                  pertinent):

                                                  Air Operations                OPS                ICS 220

                                                  Summary (ICS 220)

                                                  Daily Safety                    SO                  Daily Safety

                                                  Message                                                Message

                                                  Demobilization Plan        PSC               Demobilization

                                                                                                                Plan

NOTE: Held immediately following the Planning Meeting – have required attendees stay after Planning Meeting.
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IF Meeting                                                                 THEN

Is                         Attendees     Agenda                          Person         Deliverables

                            Are                 Is                                    Tasked        Are

Ops (shift)           IC                    Review of IC/UC            PSC             Convey IAP

Brief                    IO                    objectives,                                          objectives and

                            LO                                                                              assignments to

                            SO                  Review changes to        OPS              oncoming shift

                            OPS                IAP

                            PSC 

                            LSC                 Current response

                            FSC                 actions and last

                            Div/Group        shift’s

                            Superviso        accomplishments

                            Rs

                                                    Division/Group and        SUL

                            Task                air operations

                            Force               assignments

                            Leaders

                                                    Weather and sea           LSC

                            Strike               conditions forecast

                            Team

                            Leaders           Trajectory analysis

                            Unit                  Transport,

                            Leaders            communications,

                                                     supply updates

                                                     Safety issues               SO

                                                     Financial report            FSC

                                                     Media report                 IO

                                                     Contributing                  LO

                                                     organization/

                                                     agency

                                                     reports/concerns

                                                     Incident Action Plan      IC/UC

                                                     approval 

NOTE: If the incident is spread out over a large geographic area consider conducting the

shift briefs in the vicinity of the actual work areas. The Division/Group Supervisors would

carry out these shift briefs.

NOTE: Meeting occurs approximately 1 hour prior to start of each shift
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4132 Evaluating Alternative Strategies – Checklist

STEP       ACTION

1.              Determine alternate plan(s) for each primary strategy proposed by OPS                       
                 during the pre-planning meeting. Review information in section 9400  
                 Alternative Response Technology

2.              Determine if alternate plans are precluded by any policy, regulation or other       
                 incident specific constraint (See Section 9000)

                     IF                              AND                      THEN

                     Alternate

                     Strategy

                      NOT                      -------(                     Present only

                      feasible                                                  primary plan at

                                                                                     planning

                      Feasible                Precluded                 meeting

                                                    by

                                                    constraints

                      Feasible                NOT                          Present at

                                                    precluded                 planning

                                                    by                             meeting as

                                                    constraints               alternative

3.              For each alternative strategy to be presented determine:

Resources needed to execute

Resource availability

4.              Be prepared to present and discuss pros/cons of alternate strategies at         
                 planning meeting.

4135 Assembly of the Incident Action Plan – Checklist:

STEP       ACTION

1. At conclusion of IAP prep meeting ensure assignments/expectations are clear

2. Instruct those responsible for developing portions of the IAP to provide advance notice if deadlines will not be met

3. Ensure duplication services available/adequate

4. Assemble forms for IAP
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             Form # (Name)                                         Prepared By

             IAP Cover                                                  SUL

             ICS 202 (Response Objectives)                PSC

             ICS 203 (Organization Assignments)        RUL

             ICS 204 (Division/Group Assignment)       OPS/RUL

             ICS 205 (Communications Plan)               Comms Unit Leader

             ICS 206 (Medical Plan)                              Medical Unit Leader

             ICS 232 (Resources at Risk)                     SUL

             ICS-OS-209                                               SUL/RUL

             ICS 220                                                      OPS

             Daily Safety Message                                Safety Officer

             Traffic Plan*                                               Ground Support Unit Leader

             Incident map(s)                                          SUL

             Demobilization Plan*                                  Demob Unit Leader 

             *As necessary.

5.              Proofread IAP, ensure forms are complete and signed by originator

6.              Present to IC/UC for final approval/signature

7.              Duplicate as needed

8.             Route signed original to DUL

9.             Distribute as needed.

4155 Recommended Release of Resources – Checklist:

STEP       ACTION

1.             Identify excess resources via ICS 215 process or feedback from the field.

NOTE: If resource is a Task Force or Strike Team, disassemble into single resources

before proceeding to Step 2 Determine if resources are needed elsewhere at the incident

                       IF Resources                                  THEN

                       Needed elsewhere at incident          PSC and OPS reassign

                                                                                and notify RUL of status change

                      Not needed at incident                      Place on list of resources proposed              
                                                                                for demobilization
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2.              Present list of resources proposed for demobilization to IC/UC

3.              Demobilize resources that IC/UC approves for release

                     IF Resources                                    THEN

                    Approved for demobilization                Demobilize in accordance with

                                                                                 Approved demobilization plan

                   NOT approved for demobilization         Determine reason - Keep at incident

                                                                                 Notify RUL of status.

4160 Demobilization – Checklist:

STEP       ACTION

1.             Develop demobilization plan or receive it from Demobilization Unit Leader

2.             Brief subordinates regarding demobilization

3.             Debrief appropriate personnel prior to departing incident

Incident Commander

Logistics Section Chief

4.            Supervise demobilization of section, including storage of supplies

5.            Provide Supply Unit Leader with a list of supplies to be replenished

6.            Forward all Section documentation to Documentation Unit

7.            Complete Check-out Sheet
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4200 Situation Unit Leader

The Situation Unit Leader is responsible for the display of incident status information

obtained from field observers, scientific support and aerial photographs and for the

planning of the meeting schedule. See the FOG for specific responsibilities. Other

responsibilities include:

Attempt to determine quantity and type of oil lost, loss rate, if continuing, and,

       projected total loss of oil

Track the quantity of oil recovered

Display the current oil location and projected trajectory

Anticipate impacts on natural resources

Display weather and sea conditions

4210 Initial Action - Checklist:

STEP       ACTION

1.             Receive assignment

2.             Upon arrival at the incident, check-in at Incident Command Post

3.             Obtain an initial brief from Planning Section Chief

Size and Complexity of incident

Expectations of the IC

Incident objectives

Agencies/Organizations/stakeholders involved

Incident activities/situation

Special concerns

4.             Review ICS 201 or IAP

5.             Begin/maintain Unit Activity Log (ICS 214).
6.             Establish work location within the ICP

Adequate space

Located between the Planning and Operations Sections near the            
                       Resources Unit

Establish a system for receiving information/updates

                      For example: inboxes, envelopes, easel chart

Capability for displays to be placed on walls (maps, charts, forms, etc.)

7.            Acquire work materials listed above
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8.           Calculate staffing requirements for Situation Unit.  

             Determine number of field observers needed

               NOTE: Normally (1) per division

Determine number of displays

Determine technical specialists needed

                   Example: Trajectory Analysis Specialist, Geographic Information Specialist     
                   (GIS), Resources At Risk Specialist (RAR)

9.            Submit resource order form/request for personnel required to PSC

10.          Brief Situation Unit Staff on responsibilities as noted in FOG (Section 6)

                    Brief field observers to only report current status to display processor

Ensure display processor only displays current status “proofed” by field     
                       observers

Do NOT allow anyone else to remove or add to displays!

Set up specific times for field observers to check in with updates and for         
                       briefings by display processors

11.          Complete forms and reports required of the assigned position and send   
               material through supervisor to Documentation Unit.

4215 Status Board – Checklist:

STEP       ACTION

1.              Setup display similar to the example below

2               Establish INBOX/OUTBOX area near displays for:

                     INBOX:

Trajectories/maps/charts/photos

Updates

Other

                      OUTBOX:

Documentation (historical data)

NOTE: Pass Situation Unit information gathering and processing procedures       to all hands at meetings and briefings

2. Create and distribute maps and charts for all personnel

NOTE: IO will need extra copies for media and public releases along with summary

information from the ICS 209.
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INSERT DISPLAY EXAMPLE
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4220 Meeting Preparation – Checklist:

STEP       ACTION

1.              Update maps/charts/trajectory

2.              Update status boards

3.              Complete or update the following forms in accordance with the instructions in 
                  the ICS Forms Catalog

                            209             Incident response status               SUL/RUL

                            OS-230       Daily meeting schedule                 SUL

                            OS-231       Meeting description                       SUL

                            OS-232       Resources at risk                          SUL

4.            Compile information regarding incident

               Example: trajectory, current and future status of incident

4225 IAP Input – Checklist:

STEP       ACTION

1.             Provide input for incident action plan (IAP) to Planning Section Chief (PSC)

Completed forms

                   Current/future trajectories

Resources needed for Situation Unit in next operational period

2.             Evaluate and review process.

4230 Field Operations Brief - Checklist:

STEP       ACTION

1.              Brief Field Observers

                     Duties

                         - Verify resources

                         - Verify trajectories

                         - Verify division boundaries

                         - Verify status of source

Operation period

                         - Conduct survey by a particular time

                         - Report back periodically

                        Example: Every ½ hour, hour
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2.            Checkout the following equipment/resources from Resources Unit or Logistics 
               Section:

Transportation

                   Example: Auto, ATV, boat, aircraft

Communications equipment

                   Example: Radio, cell phone

Camera

Charts/maps

Notepad/writing utensils

4235 Section/Unit Demobilized – Checklist:

STEP       ACTION

1.              Receive Demobilization Plan from Demobilization Unit Leader/Planning 
                 Section Chief

2.              Brief subordinates regarding demobilization

3.             Supervise demobilization of unit, including storage of supplies

4.             Provide Supply Unit Leader with a list of supplies to be replenished

5. Forward all Section/Unit documentation to Documentation Unit

6.             Complete Check-out Sheet
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4250 Resource Unit Leader

The Resource Unit Leader records the status of primary and secondary resources. See

the FOG for a list of responsibilities. Other responsibilities include:

Monitoring current and projected response resources including personnel,

       equipment, materials and supplies, and the schedule of delivery required to meet     
       the response strategies.

Monitoring response resource ability to meet priorities established by the Unified

       Command.

Documentation of organizational assignments

Equipment Needed:

Portable (cloth) or metal T-card holders or rack (1-2)

T-Cards

White (50)

Rose and green (25 each)

Yellow (15)

Tan (25)

Blue and Orange (15)

Gray (50)

4252 How a Resource is Ordered - Checklist:

Any section may need a resource and may submit a resource request even after an

IAP has been initiated. All resource requests are submitted through the same

routing system after approved by the Section Chief requesting the resource.

1. Unit/Section completes and submits ICS-213 General Message Form to the

    resources unit with all pertinent information needed to order resource.

2. Resource Unit checks to see if resource is available (staging area, base, etc.) by

    checking resource tracking system (T-Cards, OSC2, etc.).

3. If resource is available, Resources Unit assigns resource and returns reply copy

    to originator.

4. If resource is not available, Resources Unit initials and notes on form that

    resource is not available and forwards ICS-213 to the Supply Unit in Logistics Section.

5. Supply Unit will then determine whether resource is a contractor, Coast Guard, or

    Other Federal/State/Local Government Agency resource.
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    A. Contractor Resource — Supply Unit will confirm whether resource is on a

        BOA or is a Non-BOA resource. If resource is a BOA resource the Supply Unit

        will then order the resource after ensuring with the Procurement Unit BOA Ceiling

        will not be breached. If resource is a Non-BOA resource the Supply Unit will then

        forward the ICS-213 and associated documentation to the Procurement Unit. The

        Procurement Unit will then perform the contracting process and afterward

        forward the ICS-213 and contract information to the Supply Unit.

    B. Coast Guard Resource — Supply Unit will confirm whether or not

         resource is available from area units. If resource is not available from area units

         the Supply Unit will request resource from parent command of the incident (i.e.

         District, MLC Area, HQ, etc.) or refer to Procurement Unit for commercial source.

    C. Other Federal/State/Local Gov. Agency Resource — Supply Unit will

         contact the Federal/State or Local Agency and determine their procedure for

         ordering the resource and use PRFA (for pollution only) or other agreement.

6. Supply Unit will then keep a copy of the ICS-213 for their files and return the

    sender’s copy to the sender and notify the Resources Unit that the resource was    
    ordered and what the ETA is and where it will check-in.

7. Resource checks-in at (staging, base, ICP, etc.) it is reported to the Resources

    Unit via the ICS-211 (Check-in List). If the Resource checks-in to Div/Grp., the 
    resource is reported assigned to the Resources Unit on form ICS-210 (Status Change  
    Card) or ICS 211 (Check-in List) either by the Communications Unit or the Operations 
    Section (depending on who takes the report).

8. Resources Unit then provides copies of ICS-210/211s to the Cost and Time

    Units.

4255 Initial Action - Checklist:

STEP       ACTION

1.              Receive assignment.  Upon arrival at the incident, ensure check-in

                 process has been set up at designated check-in locations. Check-in locations  
                 may be found at:

Incident Command Post

Base or Camps

Staging Areas

Helibases

NOTE: Seeing that incident resources are properly checked in is the FIRST responsibility of the RESOURCE UNIT LEADER.
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3. IMPORTANT!

                  IF                                              THEN

                  The check-in process               Complete job aid for

                  has not been established          “Accurately Tracked

                                                                    Resources” below

                                                                    Go to Step 4

                  Check-in has been                    Go to Step 4

                  established

4.               Obtain initial brief from Planning Section Chief

Size and complexity of incident

Expectations of the Incident Commander

Incident objectives

Agencies/organizations/stakeholders involved

Incident activities/situation

Special concerns

5.               Begin/maintain Unit Activity Log (ICS 214)

6. Acquire work materials listed above and in Go-Kit

7.             Determine the unit’s resource needs and staff size. Adjust as necessary

8.             Organize, assign, and brief subordinates

9.             Complete forms and reports required of assigned position and send material     
                 through supervisor to Documentation Unit.

10.           Determine if volunteer coordinator is needed.   

11.           Determine personnel still needed to staff Resource Unit

12.           Order personnel still needed (determined in Step 12) from SUL via Logistics

13.           Obtain communication frequencies/Nextel from Communications Unit Leader   
                (Logistics)

14.           Assign frequencies/Nextels to Check-in Recorders in the field

15.           Set up Communications method
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16.           Set up communications schedule

                    IF                                   THEN report check-in 

                                                           information to RUL

                    Initial build-up                 Every 15-60 minutes

                    Day 2+                            Upon request/when directed

18.          Brief Check-in Recorders on their assigned locations and procedures

                    IF check-in reporting   THEN get information from

                    location is

                    Base or camp                   Manager

                    Incident Command           Resource Status

                    Post (ICP)                         Recorder

                    Helibase                           Helibase Manager

                    Staging Area                    Staging Area Manger

                    Division/group                 Division Supervisor

19.           Identify actual check-in locations with signs visible for 100 feet during both day  
                and night

20.           Mark travel route to check-in locations with arrows

21.           Eliminate multiple reporting systems

22.           Provide for reliefs

4265 Resource Status Display - Checklist:

STEP       ACTION

1.             Review status display and the following information sources:

First unit on scene or responding

IC briefing

Section Chief briefing

ICS 201

IAP briefing

                   SITREPs, POLREPs or TACREPs
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Line or on scene personnel

Check-in locations

3. Create the status display using the decision table below

                 IF                                         THEN prepare the following

                                                              forms AND display them

                In INITIAL response mode    ICS 207 Immediately

                                                              ICS 209 (resources & agencies section)

                                                              Immediately

                                                              ICS 201-4 (list of resources) when obtained

                In EXTENDED response/      The above listed forms when updated for

                ops mode                               IAP preparation or on the basis of resource

                                                               status changes

                                                               ICS 219(s) (T-cards) to replace the ICS 201-4        
                                                               when completed and/or updated

3.             Transcribe Check-in lists (ICS 211) and Resource Lists (ICS 201-4) onto T-        
                cards (ICS 219)

                 NOTE: Can be delegated to Status Recorders.

4.             Organize ICS 219(s) to accurately reflect incident organization as reflected on          
                ICS 207, 203, and 209’s

5.            Verify that resources checked-in were actually ordered for the incident

6.            Brief appropriate personnel on how to communicate resource STATUS  
               CHANGES for the incident:
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    IF                        COORDINATES              THEN

                                or OBSERVES

Operations              Resource Status:             They SHALL

Section                    Changes                          communicate

Chief                                                                the change in

   Assigned                    status to the

Branch                       Available                    COMM

Director(s)Out of                         Center/COMM

                                      service                       Unit Leader

Division/                     OR

Group                        Incident

Supervisors                  resource

                                     moves

Field

Observers
IF                              RECEIVES                     THEN

COMM                     Communication                Fill out

Center                     of Resource                      Resource

personnel                Status Changes                Status

or the                       in the                                Change (ICS

COMM                     incident……                     210) &

Unit                                                                   forward to                                                                           
                                                                         RUL Leader

7.              Separate the Resource Status Display into separate T-card racks as the 
                 incident grows in size and complexity:

IF Incident Complexity                                  THEN

Expands beyond initial 2 hour shift with          1. Prepare separate

day and night tactical                                          T-card rack for:

watches                                                                 Each shift

Volunteers

Adds divisions/groups                                           Support vehicles

Acquires an extensive                                     2. Display them as a

list of support vehicles                                         part of the Resource

                                                                            Status Display

Acquires extensive  

volunteers
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8.              Verify that Resource Status Display accurately reflects field operations  
                 approved in the most current IAP. The following personnel can be used as

                 verifiers.

Division/Group Supervisors

Field observers

Check-in Recorders

                 IF                                         THEN

                 2-3 hours into                      Coordinate verification

                 operational                          effort with Ops Section

                 period                                  Chief

                 OR                                       Dispatch field observers

                 Preparing for                       and/or query Division

                 tactics meeting                    Supervisors

                 Otherwise update status as changes occur and as necessary

9.              Submit updated resource status change information to Status Recorder

10.            Update ICS 219(s), 203, 209, 207

11.            Maintain a master list of checked in resources (ICS 211), completed check in  
                 sheets (ICS 201-4), copies of resource orders, status change cards (ICS 210) 
                 and the unit log (ICS 214) for documentation

12.            Act as Demobilization Unit Leader if assigned by Planning Section Chief.

4270 Organizational Assignments – Checklist:

STEP       ACTION

1.              Attend tactics meeting

2.              Fill out draft ICS 215 with Operations & Planning Section Chiefs

3.              Enlarge completed ICS 215 to poster size

4.              Attend Planning Meeting

5.              Post enlarged ICS 215 in meeting area

6.              Lead discussion on resources by using ICS 215, make changes and get final 
                approval from IC
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7.              Prepare resource orders using ICS 213

8.              Provide finalized copy of ICS 215 and resource orders to Logistics Section     
                Chief

9.             Record reporting location (Block 7, ICS 215) onto NOTES block on ICS 219

10.           Fill out ICS 203 for next operational period using ICS 215, ICS 211, IC 209,  
                ICS 207

11.           Send copy of ICS 203 to Situation Unit Leader; keep copy for IAP

12.           Fill out ICS 204 for next operational period using ICS 215 and ICS 205

13.          Send copy of ICS 204 to Operations Section Chief; keep copy for IAP

14.          Forward completed ICS 215 to Planning Section Chief for approval.

4280 Demobilization - Checklist:

STEP       ACTION

1.              Receive Demobilization Plan from Demobilization Unit Leader/Planning     
                 Section Chief

2.              Brief subordinates regarding demobilization

3.              Supervise demobilization of unit, including storage of supplies

4.              Provide Supply Unit Leader with a list of supplies to be replenished

5.              Forward all Section/Unit documentation to Documentation Unit

6.              Complete Check-out Sheet.
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4300 Documentation Unit Leader – Overview

The Documentation Unit provides a single, central, comprehensive archive of all written

information to be used for potential legal analysis after the response is complete. See

the FOG for a list of responsibilities. Other responsibilities include:

Gather and maintain all relevant documentation from each section

Consult with Legal Officer

Provide duplication and faxing services for all sections

Examples of incident documentation include:

Incident Action Plan;

Incident reports;

Communication logs;

Injury Claims; 

Situation Status Reports

Completed CERCLA administrative record

4310 Initial Actions – Checklist:

STEP       ACTION

1.              Receive assignment

2.              Upon arrival at the incident, check-in at designated check-in location.

3.               Receive briefing from Planning Section Chief

Size and complexity of incident

Expectations of the IC

Incident objectives

Agencies/organizations/stakeholders involved

Incident activities/situation

Special concerns

4.              Begin/maintain Unit Activity Log (ICS 214)

5.              Acquire work materials

6.              Set up work space

7.              Organize, assign, and brief subordinates.
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4315 Initial Incident Assessment - Checklist:

STEP       ACTION

1.              Ascertain expectations of IC and Planning Section Chief relevant to  
                 documentation

2.              Establish command support for Documentation Unit having unrestricted

                 access to sites and meetings

3.              Establish command support for the DU as the repository for all documentation 
                 and prohibiting individual staff elements from unilaterally deciding 
                 documentation needs

4320 Incident Parameter – Checklist:

STEP        ACTION

1.               Physically tour ICP and establish contact with Command and General Staff,    
                  Unit Leaders and other personnel assigned to the incident/event to ensure              
                  they are aware of the documentation/historical data needed

2.               Develop list of ongoing policy meetings

                  Examples: Daily ops briefings, safety meetings

3.              Identify ancillary documentation duties, for potential incorporation into DU      
                 responsibilities

                 Examples: Ops photo documentation, USHPA/SHPO coordination, fax 
                 support, duplication support, ops support, FOIA control

4.              Develop complete understanding of the functions and organizational 
                 relationships of all staff and operational response elements to determine  
                 desired documentation products.

4325 Legal and Finance Coordination - Checklist:

STEP       ACTION

1.              Establish contact/determine POCs for all external real time and post response 
                 users, specifically including district legal rep, G-LCL rep, NPFC Case Officer,  
                 and NPFC EPALiaison Officer (if appropriate)

2.             Ascertain areas of concern and ultimate documentation needs for contacts  
                made in Step 1

3.            Coordinate ongoing DU functions with relevant resource

               Example: FOIA control with District Legal Officer
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4.             Ascertain status of all issues relative to OPA90 liability limits and relevant

                documentation needs

5.             Determine requirement for a CERCLA Administration Record and establish     
                timeline for meeting statutory deadline.

4330 Document Originator - Checklist:

STEP       ACTION

1.             Identify information loops which originate, produce or process documentation 
                during the response, on scene and off-site

                Examples: Command correspondence – IC Yeoman, SSC, OPS, Finance,     
                Logistics, email

2.             Determine how each information loop can most easily be accessed so that 
                generated documentation can be collected by DUL

3.             Determine if documents processed by each activity are dynamic (undergoing  
                sequential changes/additions), or static (one time completed report)

4.             Determine the best time to collect each document type

                Examples: Does DU need interim copies or dynamic docs for OPS support or     
                as internal tickler file?

5.             Analyze all broad-based communications mechanisms within the organization           
                and develop a means to access transmitted material (even if it is redundant)

                Examples: Faxes, email, message traffic

6.            Determine where DU personnel can be inserted into processes/loops to offset

               documentation workload within an activity and facilitate collection 

               NOTE: This technique is useless if it isn’t clear that these personnel are DU       
               personnel doing DU work within the relevant activity

7.            Establish an overall collection plan (utilizing runners) from emergency phase  
               through demobilization, project and termination phases

8.            Continuously monitor collection loops for changes and effectiveness.

4335 Unified Command Initial Incident Assessment Briefing – Checklist:

STEP       ACTION

1.           Meet with IC concerning the initial assessment and revise expectations
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2.          Review organizational placement of DUL given incident conditions (length of       
             response, scope of response, or other factors) which would trigger change of   
             organization structure from planning adjunct to staff element

             Example: Type 3 to type 2

3.          Establish collateral responsibilities

             Examples: Photo documentation, USHPA fax, duplication, ops support

4340 Comprehensive Documentation System - Checklist:

STEP       ACTION

1.             Compare documentation being collected with assessment of overall activities

2.             Identify areas where activity exists withoutcorresponding documentation or 
                with inadequate or insufficient documentation

3.             If systemic problems exist, go to Step 6

4.             Review the collated material daily to ensure all relevant and ancillary materials 
                are being collected

4. Review documentation to determine:

                 IF Defects are:                         THEN:

                 Incidental                                 Correct immediately     

                 Systemic                                 Go to Step 6

6.             Meet with relevant supervisor

7.             Cooperatively design a solution that will meet the documentation need with the  
                minimum amount of operational intrusion possible

8.             If incident is in response state go to Step 4.

4345 Freedom Of Information Act (FOIA) Request - Checklist:

STEP       ACTION

1.             Write an incident specific Information Request Protocol for FOIA requestors  
                indicating which documentation will be immediately available and providing  
                assurance the requestor will be notified when the archive is complete

2.             Coordinate text of Information Request Protocol with legal officer or legal office  
                whichhas jurisdiction
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3.             Issue this protocol as the SOLE response to all FOIA requests related to the   
                response

4350 Demobilization - Checklist:

STEP       ACTION

1.             Monitor operational status of each staff and operational element

2.             Identify any structural/organizational changes which will occur concurrently 
                with demobilization

3.             Make any necessary adjustments to the standing documentation collection  
                process

4.             Follow this same process for any incremental demobilization

5.            Continue monitoring the documentation collection process begun in the

               Comprehensive Documentation System job aid

4355 File Collection at Command Post Demobilization - Checklist:

STEP      ACTION

1.             Ensure that the Demobilization Plan integrates documentation collection    
                personnel into each element’s demobilization

2.             Have DU personnel physically demobilize each element

Ensure no materials are destroyed

Ensure no materials are dispersed to other units

                NOTE: In instances where materials need to accompany departing personnel  
                for continuing off-site work, make arrangements for departing personnel to  
                take duplicates and for the forwarding of newly originated or processed 
                materials from off-site locations

3.             Monitor off-site post-demobilization functions for collection and centralization

4360 Comprehensive Archive Creation - Checklist:

STEP      ACTION

1.             Locate work area near final location of archive and set up several large folding               
                tables

2.            Unpack boxes of collected materials and ascertain nature or materials
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3.            Record unit name and phone number of originators/workers on contact list

4.            Develop chart of overall scope of operations based on extent/scope of 
               collected documentation

5.            Develop general sub categories or activities

               Examples: Ops, H&S, Finance, Personnel, A/V, PA

6.            Do a preliminary sort of the unprocessed raw documentation into the sub 
               categories above.

7.            Compare scope of documentation reviewed during initial sorting with the scope  
               of the operation

               NOTE: Compile a list of all supporting agencies operating under the aegis of 
               the FOSC

8.            Identify areas where an activity existed but documentation of that activity is  
               either missing or only present in part

               NOTE: This process relates to general classes or types of documentation,  
               NOT individual documents

9.            Determine whether the missing documentation was not compiled or is located 
               elsewhere

               Examples: NSF Strike team case files, MSC computer read outs, Navy  
               SUPSAL docs, ATSOR Reports, reports for specialists (checklists)

10.          Determine where missing documentation is located

11.          After relevant input from legal and finance post response users, coordinate  
               collection of missing documentation

               NOTE: Originals, not copies, should reside in the archive

12.          Prepare a historian memo with relevant details for existing documentation that  
               is not collected immediately for use in future collection

13.          For each general area of documentation determine how many individual types  
               of files exist within that general category

               Examples: H&S – Tailgate Safety Sign-up sheets; daily safety meeting  
               minutes; individual site safety plans; OSHA reportable logs

14.          Compile master file for each individual documentation sub-set.
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15.          Quality control check each document within each file

               Examples: Are all pages present? Are the DTGs on POLREP messages  
               correct? Are dates correct? Is the best copy or original in the file?

16.          Stamp each document in the master file with a “Historian” or “Master” stamp to  
               indicate it is the archive copy

17.           Place files on a file backer

18.           Prepare an archive cover sheet for the file with appropriate handling  
                instructions

               Example: Archive materials: do not remove without permission of Historian

19.          Place file in a labeled hanging file folder

20.          Place hanging folders in cabinets within appropriate general subject area

               Example: H&S, ops, finance

21.          Number each cabinet and drawer

               Example: Cabinet 3, Drawer B

22.          Write individual historian memos for the file to delineate each discrepancy or  
               anomaly discovered while compiling each individual master files

               Examples: “The number of this POLREP is wrong – it should be POLREP #12     
               vice #13; or “There was no daily safety message written for 19 Sept.”

23.          Write individual historian memos describing file parameters which are not  
               absolutely clear from the context

               Example: A memo indicating that the 1st daily safety message was the one for  

               12 March and the last was for 24 Sept”

24.          Select a database APPLICATION that best suits the needs of marine safety 
               and legal users.

25.          Design a database with at least the following retrieval fields:

Date/DTG of document

From: Name/Originator/Job Title

To: Name/Originator/Job Title

Subject

Key Words

Notes

Doc Number

File location by drawer number

NOTE: Check with expected post response users for input on other fields needed
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26.          Determine whether each master file contains  individual documents which a  
               user might want to access individually

27.          Sequentially number, near the red Historian stamp, each document selected 
               for inclusion in the database and enter the number into the database

28.          Enter the individual file name in the database for all files, including those which  
               may need individual retrieval

29.         Maintain a master index list of the keywords used during the database entry  
               process

30.         Print hard copy of database and copy database files to floppy disk(s)

31.         Write chronology of incident, footnoted by document numbers.
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4400 Science & Environmental Unit Leader – Overview

The Science & Environmental Unit is responsible for determining how best to protect

natural, cultural and historic resources. The NOAA Scientific Support Coordinator will

likely lead the unit. Responsibilities include:

Identifying and prioritizing sensitive resources likely to be affected by the spill

Guiding the utilization of the Geographic Response Plans (GRPs).

Establishing Shoreline Cleanup Assessment Teams (SCAT).

Using SCAT information to recommend shoreline cleanup priorities

Providing recommendations for “how clean is clean” decisions.

Identify and recommend alternative response technologies

Developing a disposal plan.

Providing information to JIC and media regarding natural resource            
       concerns/impacts.

Coordinating with NRDA activities.

Providing the following environmental information and services:

Weather / Tides & Currents

Trajectory / Overflight Maps

Resources at Risk

Biological Assessment

Chemical Analysis

Long-term Monitoring

Human Health Risk Assessment (with Safety Officer)

The Environmental Unit leader should attend the following meetings:

Initial ICS 201 Briefing

Planning Meetings

Operations Meetings

Unified Command Briefings

Press Conferences

4500 Wildlife Unit Leader – Overview

The Wildlife Unit is responsible for the recovery and rehabilitation of wildlife.

Responsibilities include:

Planning of wildlife hazing operations under the guidance and authority of state and

       federal fish and wildlife agencies.

Working with the Operations Section to coordinate wildlife rescue/rehabilitation

      activities.

Identify capture and care protocols based upon:

Species

    Location
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Available care facilities

Trustee relationships.

Providing training and briefing on actions and notifications required when response

       workers or members of the public encounter distressed wildlife.

Maintaining a central location for all recovered wildlife.

Maintenance of evidence, tagging and storage procedure for all wildlife recovered.

Establishment of wildlife rehabilitation centers and rehabilitation operations.

Storage, documentation and coordination of laboratory analysis, necropsies,

       handling of deceased wildlife.

Federal Permits may be obtained by contacting the USF&WS Region 5 LE permit office.

4600 Reserved

4700 Reserved for Area

4800 Reserved for District

4900 Reserved.
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